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Content Overview

1.Time management.
2 Logistics2. Logistics.
3. Coordinating rosters.g

iContent Overview
4 Efficiencies for teaching4. Efficiencies for teaching 

practices and duties.
5. Announcements and 

remindersreminders.

Content Overview

6. Four online instructor hats: 
technological, social,technological, social, 
pedagogical, and managerial.



Online Management Tips
(e g Faculty Focus)(e.g., Faculty Focus)

Online Management Tips
(e g EDUCAUSE)(e.g., EDUCAUSE)

Online Management Tips
(e g Online Newsletters and(e.g., Online Newsletters and 

Magazines)

C t t O iContent Overview
7 Delegation7. Delegation.
8. Support services.8. Support services.



iContent Overview
9 File uploading and9. File uploading and 

downloading.g
10. Updating resources.

di i11. Grading strategies.

Examples of Challenges
1 R l I di t1. Rural Indiana story.
2 First task due at2. First task due at 

midterm problem.

Advice and Guidelines
1. Have a schedule and stick to it!
2. Organize yourself and schedule2. Organize yourself and schedule 

accordingly.

Advice and Guidelines
3. Use efficiencies whenever possible 

(e.g., cut and paste previous ( g , p p
directions and comments, use student 
task examples from previous p p
classes).



Advice and Guidelines
4. Be personable.
5. Share resources and relevant online 

events as they come up.
6. Offer a few online office hours6. Offer a few online office hours 

(especially when students have a lot 
of questions).of questions).

Advice and Guidelines
7. Organize guest expert chat 

sessions or Webinars (andsessions or Webinars (and 
archive an expert chats).

Advice and Guidelines
d il8. Create course roster and email 

distribution list.
9 S d t l t 1 2 il i9. Send at least 1-2 emails recapping 

course events each week and when 
students are have similar problems orstudents are have similar problems or 
asking the same questions.

Advice and Guidelines
10 Coordinate tasks with other10. Coordinate tasks with other 

instructors who might be 
hi diff i f hteaching different sections of the 

same online class.



Advice and Guidelines
11. Have one assignment due early in 

the course so students check their 
passwords and course technologies.

12. Assign or coordinate student roles ss g o coo d ate stude t o es
and groups and provide task 
structuring on assignments.s uc u g o ass g e s

Advice and Guidelines
13. Talk to students privately who 

may be off-task disruptive ormay be off task, disruptive, or 
who posted a comment that was 
inappropriateinappropriate.

Best of Luck in Managing 
Your Online Course!
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